EXPERIENCE:

09/17 — present Knowesis, Inc.

07/11-08/17

08/05-01/09

Contracted to the Department of Defense, J-3, Office of the Director, Health Care
Operations (HCO), Defense Health Agency. Program support to a Major General. Draft,
edit, and process direct beneficiary and Congressional correspondence for the Director of
HCO. Maintain a working knowledge of all current actions that fall under the jurisdiction of
the HCO, ranging from veteran and active duty pharmaceutical program, Clinical Support,
Medical Logistics and DoD Public Health vaccination requirements. Responsible for weekly
briefs to HCO Chief of Staff.

Acentia Inc/Knowesis, Inc.

Contracted to the Department of Defense, Health Services, Health Readiness Policy and
Oversight, Office of the Assistant Secretary of Defense (Health Affairs). Team lead of in
an office whose primary responsibilities included tracking all incoming workflow and
scheduling. Provided strategic task management and process support directly to the Deputy
Assistant Secretary of Defense for Health Readiness Policy and Oversight
(DASD(HRP&O)). Tasked packages number more than 250 documents annually for
signature by the Under

Secretary of Defense for Personnel and Readiness, the ASD (HA), and the DASD (HRP&O).
Work closely with HRP&O leadership and a variety of subject matter experts, to create
documentation for final signature and coordinated on their distribution. Work closely with
outside organizations such as the Washington Headquarters Service Office of Security
Review to facilitate the clearance of high level presentations for both government and private
dissemination. Work elosely with the Department of Veterans Affairs Liaison to produce and
deliver Health Affairs related documentation for Veteran medical records.

U.S. Department of State

Office of the White House Liaison ~ Assistant Director (Top Secret/SCI)

Primary responsibilities included the handling of aver forty Presidential and Secretarial
boards, commissions and committees. Worked closely with Department Bureaus and the
White House to identify and place qualified candidates to each position. Oversaw the
clearance of close to four hundred annual international meetings and conferences providing
occasional policy input on certain issues. Was the primary point of contact for the White
House on matters concerning State Department Consular Affairs, which consisted of assisting
American citizens both home and abroad with irregular circumstances pertaining to passport
and visa acquisition. Acted as the White House Liaison’s Top Secret Control Officer. Other
responsibilities included monitoring the office budget, political appointee outreach and office
intern coordination.











